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Ash Fall Project
AFP-AP-13, Form 13-1
Document Review and Comment (DRC) Record Instructions

1)	The Review Requester identifies the unique number of the document being reviewed, if applicable (e.g., AFP-AP-12).

2)	The Review Requester indicates the title of the document being reviewed. (e.g., Implementing Documents)

3)	The Review Requester identifies the revision of the document being reviewed. 

4)	The Review Requester identifies the alpha-designator of the draft being reviewed (e.g., DRAFT A).

5)	The Review Requester marks one of boxes for the applicable review criteria to be used for the Document Review and then completes this block in accordance with the guidance below: 

For Standard Review Criteria – Specify
The Review Requester will specify the criteria to be used to conduct the Document Review by writing it in on the specify line (e.g., Standard Review Criteria, if just using the criteria within AFP-AP-12). 

Specific Review Criteria – Specify Source 
The Review Requester will specify another standard or document is being used for the review criteria, the Review Requester identifies the source (e.g., NQA-1-2009a, Subpart 2.14, Paragraph 800, Documentation).

Specific Review Criteria – Attached 
The Review Requester will attach the review criteria to Form 13-1 – Document Review and Comment Record.

6)	The Review Requester prints the name of the Document Preparer.

7)	The Review Requester prints the name of the Review Requester.

8)	The Review Requester indicates the total number of the reviewers. (e.g., 1 or 2 or 3, etc.)

9)	The Review Requester prints the Name of the Reviewer(s).

10)	The Review Requester identifies the Document Reviewer’s Organization.

11)	The Review Requester states the Review Criteria to be used to conduct the review.  This section can be used to separate out specific criteria in the case if more than one review is used (e.g., NQA-1 for a Document Reviewer with QA expertise, NARA for a Document Reviewer with Records expertise).

12)	The Document Reviewer prints their name.

13)	The Document Reviewer identifies their organization.

14)	The Document Reviewer fills in the date that they completed their review.

15)	The Review Requester indicates the Document Revision Number

16)	The Review Requester specifies the alpha-designator of the draft that represents the concurrence draft.

17)	The Document Reviewer prints their Name and Signs their signature indicating their comments have been resolved and their review concurrence.

18)	The Document Reviewer enters the date that they signed their comment resolution and review concurrence.
